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Introduction

This user guide is intended for all authorized users of the Registry of Educational
Personnel and the REP Search Application. The REP Personnel Identification Code
search feature allows authorized users to obtain PICs for staff members.

General Information

What is the REP Personnel Search?

The REP Personnel Search is an online application that allows authorized users to
obtain PICs for staff members at any time. The REP Personnel Search includes the
following data:

First and Last Name (Middle Name when available)
Gender

Date of Birth

Social Security Number

Michigan Credential License Number (when available)
Personnel Identification Code (PIC)

Application Access

Step One: Create a MILogin Account (if needed) and
subscribe to REP

To be an authorized user of the REP Application, you must have a MILogin account.
Please do not create another MILogin account if you already have one. No user
should need multiple MILogin accounts.

If you do not have a MILogin account, follow the link on the REP Login page to the
MILogin User Guide which provides instructions on how to create a MILogin account
and subscribe to applications.

Step Two: Complete the CEPI Security Agreement

Complete and submit the appropriate security form, signed by the Lead
Administrator as listed in the EEM. The security form can be emailed or faxed to
CEPI. Security forms are found on the CEPI Application Security Forms web page.

Please do not email AND fax your security form to CEPI. Doing so slows the
approval process.

CEPI will grant your access when both steps have been completed.
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Reminder: Email Addresses and Phone Numbers Must Be Up-
to-Date

CEPI sends email messages to application users based on the addresses provided.
Therefore, it is imperative that the email address provided to CEPI is current. Email
is one of the primary means of communication used by CEPI.

For urgent matters, CEPI contacts users via telephone. CEPI will call users when
data submissions are errant or late. It is better to rectify these matters earlier
rather than later, especially if CEPI cannot contact users about late submissions
before the close of a collection.

Visit the MILogin User Guide for instructions how to update your profile,
including contact information.
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REP Personnel Search Application - Where to Begin

Authorized users will log in to the REP Application to access the REP Personnel
Search Application.

After you log in, the REP Main Menu will appear. Follow the instructions within the

textboxes in the following screen shots:

LETTIETS 0T 0 UC3 0T LTI OTIance. é’ﬁ&”r"v on|

o
Ty

REP | Main Mer

Data submitted by school
districts via the Registry
of Educational Personnel
(REP) are used to produce
reports for the U.S.
Department of Education
and for the state of
Michigan regarding school
personnel. Additionally,
REP data are provided to
the Michigan Department
of Education (MDE) for
MDE’s teacher certification
audit.

CEPY Home | Main Menu | FAQ | User's Guide | Teacher Verification | Contact CEPY| Logout

Welcome to the Registry of Educational Personnel

' Pottenvlle Public Schools (23090)

Data Submission
To submit and update personnel data, select from the following functions:
¢ Online Single Submission
o Bulk Upload File Submission
o Bulk File Submission Status
e Personnel Submitted

Personnel Search
To search for a PIC or to request a new PIC, select the following function:
e Personnel Search

Reports
To view a report or download personnel data, select from the following options:
o Summary by District
o Complete Summary by District
o Download REP Data File
o Employee Listing by District
e REP Submission Reports

Credential Data Exchange

The Credential Data Exchange is now part of the Michigan Department of Education’s
Michigan Online Educator Centification System (MOECS)

The following screen will appear:

Page 5 of 15


https://www.michigan.gov/cepi/0,4546,7-113-986_10478---,00.html

REP Personnel Search User Guide

[ of. 95 — 3 SN
X )(' LENTETS OTCanCatonal § eronmance sdmormauon @ |~w.= :‘
g |

Michigan.gov Home

REP | Personnel Search

Search fora PIC
Please enter the search criteria below. Click the Search button to perform a search and the Clear button to reset the form.

Social Security Number

Credential License Number

Last Name

First Name

PIC

Date of Bcrth

Gender VEVinHer v \

Clear Form Search

Search for an Existing PIC

To search for an existing PIC, enter the Social Security number, Credential License
Number or name of the individual whose PIC you wish to find. The following will
appear when a PIC is located:

| el 7
y. 620, pEentersorEducational Performance Klnformation, @.n gou

Michigan gov H CEP! Home | Main Menu | EAQ | User's Guide | Teacher Verification | Contact CEP!| Logout

REP | Personnel Search

Search for a PIC
Please enter the search critena below. Click the Search button to perform a search and the Clear button to reset the form

Social Security Number

AT 10436
Credential License Number
Last Name
First Name
PIC
Da,le,o' Bdﬂh L b

Gender Either v

Clear Form \,earch

1 result(s) were found. If the personnel you are searching for is not in the results, you may Request a PIC

<< Previous Go To Page |1 of 1{GO] Next »>
ABCDEFGHIJKLMNOPQRSTUVWXY Z(ALL)
PIC Last Name First Name Middle | pateofBirth Gender | SsN Credentiai(s)
685985 | | sum MICHAEL " Paa None
<< Previous Page 1 0f 1 Next >>
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Requesting a New PIC

When an employee does not have a PIC in the REP database, the following will

appear:
7 o l
X x WETTLETE 0T 0 0C3T0N31 R LTI ormance &Jnionmaton @;__w gan.go g
Michoan gov Kome CEP Homg | Main Meog | FAQ | User's Guide | Toacher Verification | Contact CEPY| Logout

Search fora PIC
Please enter the search critena below. Chick the Search button to perform a search and the Clear button to reset the form

Social Security Number 7845

Credential License Number
Last Name

First Name

/ /

Gender Either v

Clear Form Search

0 result(s) were found. Do you want to Request a PIC?

If a PIC is not found, you may click on “Request a PIC?” and enter the required data
as indicated by the red asterisks in the screen shot below:

| 39S e e A 2
X LEITETS 0T UCIR0NalE ETI0Tmance Sdmormaton
Michigan.gov Home CEPI Home | Main Menu | FAQ | User's Guide | Teacher Verification | Contact CEP!| Logout

REP | Create a PIC

Requesta PIC

Please enter the personnel details below. Click the Submit button to attempt to create a new PIC and the Cancel Request
button to return to the Personnel Search form.

FirstName* |

Middle Name |

LastName* |
Date of Birth * i T BB
Lo

Gender * \"Select One...r V‘

Social Security Number * 7845

XXXYYZZZZ -

* required | Submit Cancel Request
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After the record is submitted, a new PIC will be created for the record. Select the
position type for the staff member you are adding, and then click on “Add
Personnel.”

Py
X ! | Lentergorkducatonal Performance dnformation

REP | Creale a PIC

Requesta PIC

Please enter the personnel details below. Click the Submit button to attempt to create a new PIC and the Cancel Request
button to return to the Personnel Search form

FirstName*  Betty

Middie Name M

LastName*  Jackson

Ote o [01_Jfor_J[r0e0
Gender*  Female v
SodalSeCle)N:lnbef Xxxyy7845
* required Submit Cancel Request
@357 was successfully created
PIC Last Name First Name m Date of Birth  Gender SSN Credential(s)
812357 | JACKSON BETTY M 010111980 | F ’;’;‘5’“ none

Would you like to add this person to your Personnel Submitted?
C Select the Position TyE: p

® Professional Personnel

O Day-to-Day Substitute Teacher
O Day-to-Day Substitute Paraprofessional/Aide
O Support Staff

Return to Main Menu

During a REP submission cycle, REP authorized users will have the option to click on
“Add Personnel” to enter the Online Single Submission REP Screen and submit the
record. This option will not be available to users whose access is only to the REP
Personnel Search.
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Social Security Number Matches a PIC with Different Name

When a Social Security number is entered and it matches a PIC already in the REP
database, the following grayed-out screen will appear with an error message box.

ERROR: The submitted Social Security
Number is associated with a different PIC.
A newl ea.cgated.

Please review the results.

Click on the link “Please review the results” to return to the Personnel Search
Application. The following screen will appear:
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RS = 5
X Lentergor-ucational perormance sdniormation; @ Michigan.gou
Michigan.cov Home CEPiHome | Main Meoy | EAQ | User's Guide | Teacher Verification | Contact CEPY| Logout

REP | Create a PIC

Requesta PIC
Please enter the personnel details below. Click the Submit button to attempt to create a new PIC and the Cancel Request
button to retum to the Personnel Search form

FirstName* | jgnet
Middle Name
LastName* | Baez

LGk ) b

Gender* Female v

Social Security Number *

XXX-XX-XXXX

* required Submit Cancel Request

The submitted Social Secunty Number is associated with the person listed below. If you believe this is not correct, please
contact CEPI for assistance

1 match(es) were found.

Middle

PIC Last Name First Name Ramo Date of Birth Gender SSN Credential(s)
488563 | BEEZ JANET F XXX-XX | none
XXXX

If the Social Security number is accurate for the individual that you have entered,
contact CEPI customer support at cepi@michigan.gov. Include the PIC number of
the record found, your name, phone number, district name and district code. Do

not include the Social Security number in your email.

Social Security Number Matches a PIC with the Same Name

When a Social Security number is entered and it matches a PIC already in the REP
database, the following grayed-out screen will appear with a warning message box.

—— . ——g

J i
5284 CH o forEductionsl Peeformance &Jnformation chigan i&'
chage ooy Mome CEP Home | e Moy | FAQ | Reeds Qe | Toacher Yervicaton | Castect CEM | Logout

REP | Croote o F

Requesta PIC
Ploase enter the personnel detads below Chck the Submit button 1o attempt to create 3 new PIC and the Cancel Request
Button to retum to the Perscanel Search form

Furst Name * Ashley

LMadde Narmwe

WARNING: Possible matches for Name,
osectmm | Date of Birth, and Gender have been found
Please review the results

Gonder

Sockd Securty Number* [ ocvyyrzzz

«Q
; >
1 matc(e3) were found
" Last Name First Name WO futeof B Genser S Credertai(s)
1218998  Dongedfield  Ashley RETC PR

Yes, Create 3 New PIC No, Use an Exstng PIC
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Click on the link “Please review the results” to return to the Personnel Search

Application. The following screen will appear. Click the appropriate button to either
create a PIC or cancel the request.

i ' i
v/ o
XHX LETTIEIJ 0T O Ucanonal Eeriormance caniormation @ Michigan.o &

Michigan.gov Home

REP | Create a PIC

Request a PIC

Please enter the personnel details below. Click the Submit button to attempt to create a new PIC and the Cancel Request
button to return to the Personnel Search form.

First Name * Ashley
Middle Name
LastName* papgerfield
Date of Birth * I ]
mmédd/yyyy
Gender *
Social Security Number * [ ..,
XXXyyz22Z yy
* required

Possible matches are listed below. Based on this information, please confirm if a new PIC should be created

1 match(es) were found.

PIC Last Name First Name Middie

Date of Birth Gender SSN Credential(s)
Name
1238598 | Dangerfield Ashley 012811952 | F winn

Q:C—re-ale aNewPIC ) | No, Use an Existing PIC

REP Reports Utilized to Obtain PICs for All Staff
Members
Two REP reports are available to REP authorized users that provide a list of all PICs

for current staff members as reported in the REP by your district. These reports

may be downloaded and saved to your local computer and then utilized by your
district.

1. Download REP Data File
2. Employee Listing by District.
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Reports
To view a report or download personnel data, select from the following options:
s Summary by District
o Complete Summary by District
o [Download REF Data File
o Employee Listing by District
s REF Submission Reports

Download REP Data File

This selection will provide a downloadable XML file of the data submitted to the REP
for the submission cycles beginning with the Fall 2003 REP Submission. XML is a
structured computer language that is used to store data in a text-formatted file. A
district user may open this file in any text editor program (e.g., Notepad or
Microsoft Word) or Web browser (e.g., Microsoft Internet Explorer or Firefox). A
district user may also import the file to a Microsoft Access database or open it in a
Microsoft Excel spreadsheet.

The primary purpose of obtaining this file is to save a permanent record of the data
your district has successfully submitted to CEPI.

Using Microsoft Excel to View the XML Data File
Steps to "Download REP Data File”
To download a personnel data file, follow these steps:

Step One: Select "Download REP Data File” under the heading Reports on the REP
Main Menu.

Step Two: Select the submission cycle from the drop-down list.
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Mxchigan gov Home CEPI Home | Main Meny | EAQ | User's Guide | Teacher Verfication | Contact CEP | Logout

This option allows you to downioad your district's REP data in an XML-formatted file. This file
contains the REP data fields ksted in the REP Data Field Descriptions Manual for all personnel in
your district. The purpose of this file is to give you a permanent record of the REP data that has
been submitted by your district to CEPI. The REP is a cumulative data collection and this file will
contain all of the records listed in the Personnel Submitted report

You can view this XML file in an intemet browser (e.g., Intemet Explorer) or a text editor program
(e g Notepad). You can aiso import this XML file to a Microsoft Access database or a Microsoft
For more on this process, piease see the REP User's Guide

To download this file, please click the button below. Depending on the size of your district, this
may take a few moments. When a dialog box appears, click "Save™ to save the file to your

computer.
L Downioad XML File |

Submission Cycle Fal2011 v

Step Three: Click on "Download XML File” and save the file to your computer. The
following pop-up window will appear:

File Download

Do you want to open or save this file?

<@ Name: REPDataFile.xml
= Type: XML Document, 484KB
From: ga.mdoe.state.mi.us

[ Open J[ save J[ Concel |

While files from the Intemet can be useful, some files can potentially
ham your computer. If you do not trust the source, do not open or
save this file. What's the risk?

Step Four: Open Excel on your computer. Next, click on “File” in the upper left-hand
corner of the spreadsheet and then click on "Open” and locate the XML File on your
computer. Click on the file and the following will appear. Click on “As an XML table”
to open the file as a spreadsheet.

Open XML 21X
Pleasesei_gcthowywwaldieetoopmhsﬁe
©fAs an XML table]

O As a read-only workbook

(O Use the XML Source task pane

Lok J[ concel J[ tep |
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Step Five: An Excel spreadsheet will open with all the fields of data as column
headings: This is a sample of the column headings layout:

Pic ﬂ PersonnelRecordID u DateOfCount ﬂ Isd ﬂ District ﬂ LastName ﬂ FirstName ﬂ MiddleName ﬂ CredentialLicenseNumber ﬂ DateOfHire]

All data submitted for a given submission cycle will be included in the spreadsheet.
Employee Listing by District

This report lists employees for whom the district user has successfully submitted
records. This list file is tab-delimited, and the format of the report is as follows:
PIC, Last Name, First Name, Middle Name, Date of Birth, Gender and Credential
License Number. As this report provides a listing of all PICs for the employees of
the district, it may be helpful for the Teacher Student Data Link Data Submission in
the Michigan Student Data System.

The following information screen will appear when you click on "Employee Listing by
District:”

L T — S —— i
XHK LETTETJ oTEatucational Ferjormance cdniormanon @wl--l.mn::w&‘

v~

Michigan.gov Hom: CEPI Home | Main Menu | FAQ | User's Guide | Teacher Verification | Contact CEPI | Logout
REP | Employee Listing

The Employee Listing by District allows you to download your district's employee datain a
tab-delimited file

The file contains the following fields:

« Personnel Identification Code (PIC) - Date of Birth (DOB)

+ Last Name s Cander
« First Name oy
. Middle Name » Credential License Number (CLN)

Click on the "Download Employee Listing” button below to retrieve your Employee Listing
1 by District. Upon the completion of the download, you may view the file in your default
application for reading text files (e.g., Notepad) or open the file in a spreadsheet application

such as Excel
Download Employee Listing

| ————

The File Download window will appear when you click on "Download Employee
Listing File.”
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-

X )_(I Genterforducational Perfon ehigan. g "
Uichioan gov Home CEPi Home | Uain Meng | FAQ | Users Guide | Teacher Venficabon | Contad CEPY | Logout

The Empioyee Listing by District allows you to downioad your district's empioyee data in 3 tadb
-geimited fiie

(SR File Download - Security Warning x|

+ Personnel Icentfcd Do you want to open or save this file?

« Last Name
» First Name = Mame  Empioyeels®yDutrct_aspx
+ Middie Name - Type: HTM. Coament, 7.75E
qa.mdoe.state.mius
Click on the "Downioad En| i y
District Upon the complety jon
for reading text files (e.g., [ oo || swe |[ comce |

Excel

“Z  Whie fles from the Intemet can be useful this fle type can
0 potertialy ham your computer. ¥ you do not tnust the source, do not
open or save this sotware. What's the rek?

Follow the steps below to open the file:

Step One: Save the file to your computer and open in an application for reading
text files (e.g. Notepad or Boxer). The file will open with the following information:

[y PIClist.txt - Boxer Text [* C\Users\ AppData\Local\Microso
File Edit Block Search Paragraph Tools Project Configure View Window Help

D2 8 B & 9 ¢ | &« B &B LA A A @ @ €6 P @B O O B

New Open Save Preview Print | Undo Cut Copy Find Next Mate Replace Goto | Rec/Stop Macros Spell Calendar Calc

This file lists all employees on file with CEPI in Happy Day School (11111).
NOTE: Each field is separated by a TAB character.

Format is as follows: PIC, Last Name, First Name, Middle Name, DOB, Gender, CLN
---Beginning of Results---

16109 WAYNE  JOHN 11/15/1969 M

16111 WAYNE  JOHN J 11/7/1977 M  IF0000000245072

---End of Results---

Step Two: Highlight and copy the data you want to move into an Excel spreadsheet.
You will need to add the column headings separately.

This file lists all employ=es on file with CEPI in Happy Day School (11111).
NOTE: Each field is separated by a TAE character.
Format i=s as follows: PIC, Last Name, First Name, Middle Name, DOB, Gender, CLN

Step Three: Copy and paste the selection into an Excel Worksheet.

A B & D E F G
1 PIC Last Name First Name Middle Name DOB Gender CLN
2 (16109 WAYNE JOHN 11/15/1969 M
3 16111 WAYNE JOHN J 11/7/1977 M IFO000000249072
4 --- End of Results ---
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